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ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a position, the primary duty of which is
assum ng the responsibilities of the Fire Chief in the absence
of the Chief. The Assistant Fire Chief also has primry
responsibility for the fire prevention and investigati on program
and for the public fire education programof the departnent, in
addition to assisting the Chief in supervision of both paid and
vol unt eer personnel, overseeing the maintenance and repairs of
depart nment equi prment and property, and overseeing the
records- keepi ng functions of the departnment. The Assistant Fire
Chief also serves as commander at the scene of a fire or
enmergency until relieved by the Fire Chief. This class ranks
directly below that of Fire Chief, and work is reviewed and
speci al assignnents are given by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assists the Fire Chief in managing the activities of the
departnment, including acting as Fire Chief in the Chief's
absence. Assists in setting goals and objectives for the
department. Conducts inspections and eval uates the effectiveness
of operations of the departnent, taking appropriate action to
correct or inprove problem areas. Recommends changes in
departnent operations that will help the district to obtain
favorable 1SO ratings. Studies |aws, regulations, ordinances,
and court rulings which may affect the operation of the fire
depart nment.

Moni t ors and eval uates | ocal conditions which may become fire or
saf ety hazards. Manages the operation of the fire prevention and
i nvestigation division of the departnent. Enforces fire
preventi on codes. I nspects or directs the inspection of
bui l dings to determ ne the existence of potential fire hazards.
Recommends changes in fire prevention codes. Reviews plans and
bl ueprints for new construction. Collects information for
pre-fire planning. |Investigates the causes, origins, and
circunmstances of fires occurring wthin the jurisdiction;
secures the fire scene; and collects and |abels evidence of
possi bl e arson. Assi sts arson investigation personnel and
testifies in court when required.

Conducts public education prograns for the departnent by giving
tal ks and denonstrations and distributing literature. Conducts
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poll's and surveys to nmake recomendati ons for setting goals for
the public relations program Coordi nates special public
rel ati ons projects.

Coordi nates the work of the departnment with related federal
state, and |ocal agencies, releasing information and givVing
assi stance when needed. G ves reports, offers advice, nakes
recomendation, and keeps informed on local trends that my
affect the fire service by attending neetings as required.
Works with boards and agenci es whose functions may affect the
operation of the fire departnent.

Manages the records-keeping functions of the departnent,
i ncludi ng deciding what information should be included in al
records of the departnment, determining in what form this
i nformation shoul d be kept, and supervising the preparation and
mai nt enance of the records. Conpi |l es and anal yzes data and
wites reports, requests for grants or other special funds,
newspaper articles, or any other type of official departnent
position paper for publication. Reads correspondence addressed
to the fire departnent and deci des what type of action should be
taken in reply. Wites letters in answer to requests or as
needed to handl e problens of the fire departnent.

Assi sts in managi ng the accounting for the noney and assets of
the fire department. Gathers information for and assists in
preparing the departnmental operating budget. Authorizes the
expendi ture of funds, making sure that such are in accordance
with the budget.

Di rects emergency scene operations including perform ng size-up,
supervi sing rescue, forcible entry, ventilation, nozzle and hose
handl i ng, protection of exposures, fire extinguishnment, punp
operations, use of sprinkler and standpi pe systens, use of water
suppl i es, sal vage and overhaul, and energency nedica
services. Functions as part of the fire attack team Oversees
saf ety procedures at the energency scene and participates in
handl i ng emer genci es invol ving hazardous materi al s.

Supervi ses subordi nate enployees, delegating authority when
appropriate. |Inspects the appearance of assigned equi pnent and
subor di nat e personnel. Assigns work or duty areas, and oversees
and eval uates the work performance of subordinates. Provides
assi stance to subordinates in technical areas of work.

Devel ops a training programfor the departnment and provides for
departnment or outside training for enployees. Personal |l y
conducts formal and on-the-job training.

Supervi ses the general care and nmaintenance of fire fighting
apparatus and equi pment, stations and grounds, and related
property. Arranges for repairs and nmaintenance and sees that
such are correctly conpl eted. Wites specifications for new
fire departnment equi pnent. Orders and di sburses supplies. Makes
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recomendati ons for and purchases equi pnent and supplies.

Performs rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |isted bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica

fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |icense.

Must be a regular and permanent enployee in the class of Fire
Captain for at |least two (2) years i medi ately precedi ng cl osi ng
date for application to the board.
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